Town of Exeter
Building Advisory Committee
Town Offices and Town Hall

Staff Survey

Have you read and do you have comments on SMRT Program?

With which other department s do you interact? Do you need to be physically located
adjacent to them?

Discuss your IT network and back up requirements. What connections within Exeter are
you using? What connections outside of Exeter do you use? Are any of your services
conducted on line now? Would they be in the future?

Is your current staffing adequate for your current work? Do you project growth in your
work load? Adding services? Will this require additional people or equipment? Are
space or personnel constraints keeping your department from performing any tasks they
could or should be?

What are you record retention requirements? How do you currently store your materials?
Is there another way? Electronic or off-site?

How important are meeting rooms to your work? How many people typically attend a
group meeting? How often do you meet? Can the meetings be scheduled in advance or
are they spontaneous? Are these meetings with other Exeter departments or with
outsiders?

f you were to do things differently in your department, what would you do? Imagine
starting with a blank sheet of paper to layout your department and those with whom you
interact regularly.

Have you seen any layouts or any suggestions from another department or town that you
would like to suggest for your department?
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Town Manager Response to Town Building Committee Staff Survey

February 7, 2008

L.

Have you read and do you have comments on the SMRT program? Yes, |
have read the program. My comments would be as follows, based on the August
29, 2006 schematic marked “Final Drawing.” I believe many goals of the Town
have changed or have been modified since this plan was drawn. T also believe the
organization needs to evolve further, with some of this in contradiction with the
plan that was developed.

Administration

The Town Manager’s Office, HR, and the BOS function should all move to the
2" floor in any future schematic. The Manager’s Assistant position should
function as a turnkey for both the Selectmen and the Town Manager, in order to
best facilitate this, the Selectmen’s mailboxes/inboxes should be part of the
“administration office™ and the need to go back and forth between physical
locations should be eliminated. Record redundancies should also be eliminated
between the 2 offices. Board members should be given common sitting space in a
new administrative area to review mail, etc. The Managers Office should be large
enough to entertain at least 2-3 people easily, but probably best suited for up to 5
people, best achieved through a small conference table. Broad-based meeting
space (usable space) should be maximized in any new schematic, and we have
discussed the idea of creating a “library” room which would house the RSAs, and
have a common meeting space for board/committee members or other users. This
room could also contain a “common” PC that could be accessed as needed by
board/committee members. The Town Manager and Human Resources also need
confidentiality, something that is sorely lacking in the current configuration. The
Town Manager’s assistant is situated near the back door of the Town Office, and
people regularly go “in and out” by her in order to reach the back parking lot.
This is very distracting. People are also regularly in and out of the Town Clerk’s
Office via the side door through the Manager’s assistant area. This is also
distracting. We have closed the door to main hallway in an effort to make the
area easier to work in, however this is not a long term solution and the Manager
has been criticized for this, with claims that the “open door policy™ is not being
followed. It is clear this area needs major work. In addition, the only common
copier* in the building is currently located behind the Receptionist along with the
postage machine. As a result this area is very congested, and those wishing to use
either machine need to pass by the Receptionist to do so. These items should be
placed in a common area more reflective of modern offices. Departments should
get their own postage codes (possible with our machine) and be responsible for
their own postage budgets. A common space will also enhance communication
between Departments, as they will need to congregate in these areas, something
sorely lacking in today’s Town Offices, which are not designed for any social
contact outside the break room or behind the Receptionist where there is limited
space.

*There are copiers in Finance and Town Clerk dedicated to those offices
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Customer Service Functions

The main “customer service™ functions should continue to be on the Town
Oftices” Main Floor and in addition Welfare should be moved to the first floor.
Welfare, as a PT office, should have less of a priority regarding space needs than
a Il office in the space planning process (such as Finance, Town Manager. or
Human Resources). A potential schematic would include the Town Clerk,
Assessing/Finance/Tax/Water, and Welfare offices on the first floor.
Planning/Building will probably remain on the 2™ floor (or be moved to the Town
Hall) due to space limitations. The committee could look at relocating code or
inspections to another place, such as the public safety building, however Barb
McEvoy currently serves both Planning and Building and logistics may be an
issue on day-to-day items unless zoning administration is returned to the Planning
Department. The Town Clerk’s concept of a drive through is interesting however
[ understand the Hampton Town Building drive through doesn’t function as such
and this should be verified and reviewed. There is also the question whether the
time involved in Town Clerk office transactions is too lengthy for a drive through.
There is also the question of whether vital records should be located at a remote
location away from the main Town Offices. Depending on final space needs, 1T
could go either in the basement, or the 2™ floor. The CATV broadcast equipment
should go in the basement in a moisture free, secure location. Wiring should be
run to accommodate broadcast from the Nowak Room, unless this meeting space
is moved across the street. If this happens, the equipment should follow, or the
Town should negotiate with Comcast to ensure the Town Hall becomes a “live™
location.

As we progress with our inside review of financial procedures and
practices (see august 2006 internal controls assessment) the Receptionist should
be integrated into the new Finance/Tax/Water/Assessing configuration as
additional accounting/cash receivable assistance for this area. Permits that are
currently issued by the Receptionist involving revenue collections (dump stickers.
bulky item stickers etc.) should be sold out of the Finance Office along with blue
bags. Other permits issued by the Receptionist (Town Hall use for example) can
be given to another department to enhance efficiency and free up time for the
Receptionist to assist Finance. The Receptionist should still be able to maintain
the schedule of rooms/buildings on the website as is done now. Future day-to-day
maintenance of the Town’s website (updating department information, report
publishing etc.) should be assigned to IT (if more help can be secured) or each
individual department (further training required). By integrating with another
office and freeing up more time in the Receptionist position, the Town should be
able to address some of its pressing financial procedure needs, such as centralized
revenue collections, that are identified in the August 2006 assessment.

As part of any final recommendations that are made, record keeping
practices of all departments in the building should be fully understood. and efforts
should be made at every possible level to limit the amount of paper kept in the
Town Offices. The committee should look very hard at redundancies and work to
eliminate these wherever possible. Records should be kept consistent with the
RSAs and we should not encourage “hoarding.” although where necessary we

*There are copiers in Finance and Town Clerk dedicated to those offices
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should find alternate storage for those records deemed important, the Town Hall
may be the ideal location for this storage. The industrial strength shredder in the
Town Clerk’s vault should be relocated to a common area for case of use by all
Departments within the building (all are welcome to use the machine, it is just in a
poor location). The SMRT schematic of 8/29/06 really does not take into account
any of these issues in a truly satisfactory manner, which is understandable,
because these issues have become clearer with the passage of time.

With which other departments do you interact? Do you need to be physically
located adjacent to them? [ interact with all Departments of the Town. Police,
Fire and DPW the most via phone and email. In the Town Office, [ would rank
Assessing a 6, Reception 8, Finance 8, IT 8, Town Clerk 5, Planning/Building 4.
Welfare 2. [ would not suggest that physical location to any dept is an absolute
necessity; however the functions that make most sense to be located near the
Town Manager are Human Resources, Finance, and IT.

Discuss your IT network and backup requirements. What connections
within Exeter are you using? What connections outside of Exeter do you
use? Are any of your services conducted on line now? Would they be in the
future? The Town Manager’s Office needs a basic IT setup, with PC’s and
portability the most important. Our current I'T situation is adequate for what we
do. As an administrative service we do not offer any online services. although the
permits granted through the office have PDF applications on the web. As |
mentioned above, some of these permits should be further delegated to relevant
departments for actual issuance. As an aside, all networks of the building should
be integrated and backed up locally, with each evenings work stored appropriately
in a fire-safe vault. The Town should not have separate networks.

Is your current staffing adequate for your current work? Do you project
growth in your workload? Adding services? Will this require additional
people or equipment? Are space or personnel constraints keeping your
department from performing any tasks they could or should be? If the
suggestions above are implemented as part of a broad plan. I believe our office
will be able to function in a satisfactory manner.

What are your record retention requirements? How do you currently store
your materials? Is there another way? Electronic or off-site? We have files
which are stored in file cabinets. HR and benefits information. projects, CATV
and contracts, water/sewer documents, insurance etc are all part of our files.
These are all integral parts of what we do as the TM oftice may have to pull a file
on a given item at any given time.

How important are meeting rooms to your work? How many people
typically attend a group meeting? How often do you meet? Can the
meetings be scheduled in advance or are they spontaneous? Are these
meetings with other Exeter departments or with outsiders? Meeting rooms

*There are copiers in Finance and Town Clerk dedicated to those offices
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are very important, and meeting can be anywhere from 2 to 10 people depending
on the meeting. Some meetings are scheduled in advance and some are
spontancous. The meetings are with other departments on occasion, however for
the Town Manager they are more frequently with citizens, vendors, individual
department heads and personnel, and board and committee members.

If you were to do things differently in your department, what would you do?
Imagine starting with a blank sheet of paper to layout your department and
those with whom you interact regularly. [ would implement the suggestions
from number 1 above. | would separate the assistant from the Manager to a
degree to when persons come into the office they cannot see me directly but can
be greeted professionally and appropriately. I shouldn’t be too far away but
enough to create a professional separation typical of administrative offices. The
Town Manager’s Office should not be “on top of™ reception or the Town Clerk.
One other problem is the Clerks’ office closes at 3:30 p.m. and the spillover to our
office creates issues for customers. Average residents do not understand that we
cannot assist them after 3:30 p.m. on issues for the Town Clerk, and explaining
this problem on a regular basis can be quite a distraction not to mention confusing
for customers, especially where the office that cannot help is the Town Manager.
A survey of other Town’s regular Town Clerk hours may be helpful as the process
evolves.

Have you seen any layouts or any suggestions from another department or
town that you would like to suggest for your department? There are several
examples. Londonderry, Portsmouth, Hampton, etc. are all designed differently
and more efficiently than Exeter. I would encourage the committee to visit these
places for a view of alternatives to the current scenario.

*There are copiers in Finance and Town Clerk dedicated to those offices



Questions for Employees

Planning Department Answers

1. After review of SMRT findings, do you agree with their summary? Are there any further
areas of concern?

The SMRT summary is incomplete.

Town Planner’s office has 6 book shelves plus built-in storage in closet for supplies, 7 filing
cabinets, drafting table plus two desks for work stations and another table/drawer storage area,
and two three guest chairs plus a pendaflex plan holder.

Admin Office has two work stations, copier/printer station, 8 foot counter with shelving, 2 lateral
(3 ft. wide) file drawers, 4 short filing cabinets and one more regular filing cabinet

Lobby area has two customer chairs with table, another tax map table and one lateral file (3ft.
wide), plus one book case

Building/Code Enforcement has 14 files cabinets, 3 desks/work stations, 2 book shelves, and 2
map storage/table (4.5 to 5.5 ft long), plus a copier work station and finally a fridge.

Wheelright Meeting Room and Storage Area: 15 file cabinets, one large bookshelf, several boxes
of maps, multiple boxed files and other storage.

Note: Volunteer board members house files for conservation easements and historic district
applications at their homes. Once a natural resource planner is hired, I am anticipating those

documents will be returned to town offices. Estimated filing cabinets — 5.

My immediate concerns are as follows:

A. Providing adequate space for existing file cabinet, other storage needs and future file
cabinets (needed this year) in close proximity to our offices and in a moisture-free
environment. At present our offices are full, with file cabinets blocking heating vents, we
have moved into the hallway with a large file cabinet opposite the elevator and we are
also into the Wheelwright room. We need to purchase more filing cabinets soon. With
the exception of the BOS, we house applications from Planning Bd., ZBA, Historic
District Com. and Conservation Commission. We pride ourselves on excellent customer
service and researching past applications is a big part of our service.

B. Providing office space for our future Natural Resource Planner and to a lesser degree our
ongoing intern program.
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My long-term concern is the adequacy of the future location of Planning and Building.

2. What other departments do you typically associate with for the services you provide?

Rank 10 = most often, 1 = least often (need to highlight Departments, Fire, DPW, Police,
Parks/Recreation, Library, Welfare, etc.)

Planning associates with the following:

Building — 10 Town Clerk — 2

DPW -8 Police — 1

Assessing - 6 Planning Board Members — 10
Fire—5 Conservation Com. Members — 10
Finance & Accounting - 4 Zoning Board of Adj. -5

Town Manager - 3 Historic District Com. — 5

Parks and Rec — 3

It is very important that Planning and Building remain linked.

Discuss your IT network and back up requirements. What connections within
Exeter are you using? What connections outside of Exeter do you use? Are any of your
services conducted on line now? Would they be in the future?

Actually, I'm not 100% sure of the technicalities of this question and I would defer to Andy
Swanson. Last year at this time we had quite the scare when we learned our network had
failed and our files were lost. It took about a month to straighten the entire disaster out but a
company in Florida was hired and eventually they were able to retrieve most of the files. At
this time, we work under the same network as the Assessing Department. Some of our
resources are on the town’s web site and there is potential to have more information on the

web.

What are your record retention requirements? How do you currently store your
materials? Is there another way? Electronic or off-site?

As outlined in question #1, we have substantial files. 40 typical cabinets, 3 lateral files
cabinets and 8 short file cabinets that are under desks or make “tables” for us. We are in and
out of these files daily for our own research, or for customer research. The files incorporate
standard sheet of paper as well as plan sets that are typically 24” x 36” or larger. We also
store maps of Exeter. We have many files saved electronically as well. Nothing of ours is
stored separately from the 2™ floor.
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5.

What is the frequency of your use of meeting rooms? What size room is most
adequate for your needs (Small, Medium, Large)

Planning uses the Wheelright room frequently for scheduled meetings such as technical
reviews (usually 5-12 people) and committee meetings (typically 6 to 9 people) also for
unscheduled meetings such as developer/applicant meetings (usually 3-5 people needing
space for confidential discussion). When the committee is too large or a presentation is
needed we use the Nowak Room. I utilize these rooms at least 2 to 4 times per week.

How would you do things differently within your department?

There are several things that make our area work well together. The connectivity, the multi-
use ie, counter with bookshelves, table over file cabinets, etc,. Ideally, we would like to have
a central filing area for our files, an area for customers to view files/plans and a computer
work station for customers to view properties via GIS, or to make their abutter lists etc.

Is your staffing adequate for the services you provide?

We rely heavily on volunteers. We have recently utilized intern assistance and are hoping to
hire a natural resource planner. However we have no place to house the individual. Also we
hope to upgrade the Clerical Supervisor to a Deputy Code Enforcement Officer. This will not
require additional space. In the more distant future, I could foresee the need for a full time
Planning Bd. Site Inspector and another admin staff if Deputy Code Enforcement became
100% code enforcement instead of also being a clerical supervisor.

Have you seen any layouts or any suggestions from another department or town
that you would like to suggest for your department?

Doug E. suggested the idea of creating extra space within the center of the building by closing
the top level off over the stairway. I think the concept is one that could help create additional
space for storage and meeting area if not other uses.

The final plan showed Planning and Building in the basement of the Town Hall. That alternative
might work if the office space had access (via the elevator) to offices above for meetings. The
office space in the basement had issues with ventilation, noise, and with moisture. There also
needed to be connections to bathroom facilities. Since the construction of the Squamscott Block
building, I would be curious to know what has happened to the groundwater issues.

We have also suggested that the 2™ floor space occupied by the art committee could be shared
with planning and building if the rooms were changed somewhat. Elevator access and the stairs
allow for multiple access points.
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1. | have read the Exeter Town Office/Town Hall Facilities assessment dates 7/21/06.

2. linteract with and service all departments. There is no need for me to be physically adjacent to any
of them with the exception of the Television PEG Studio which is tightly integrated due to the
convergence of Digital Television and Data networks. If you want numbers — give everyone a 5 except
ExTV that gets a 10.

3. Currently do business both online and locally on the LAN. More bandwidth between Exeter Campuses
would be highly desirable, particularly the DPW and to a lesser degree the Water Treatment Facility. A
few services are online now and plans to move a major service to 100% online in the near future.

A concern is extending our LAN to any departments that may be relocated to the Town Hall or anywhere
the LAN does not extend.

4. Space is not an issue now and | see space requirements for servers going down as we have reached
the point where virtualization would make economic sense although the budget process to implement it
will not. At times staffing can be a problem when day to day technical gets in the way of any long term
planning but we have gotten by so far.

5. Currently all record retention policies are determined by the departments storing the data on my
servers. Backups are set to recover failed devices at this time. | have a list of archive requirements set
by the state but have not had the time to check with every department as to our level of compliance. It
is a rather extensive list. The only way for to be sure that was being met would be to have an archivist

on staff.

E-mail has been stored on my servers at the users discretion until now. Due to constraints in mailbox
size and pending legislation, | have set up an e-mail archive solution and am currently using it on a
subset of our users. The archive retains every sent and received e-mail for 10 years and | will adjust that
number when the legislation is finalized. Depending on how the legislation is written, it may be nearly
impossible to be in compliance.

6. It is very rare that | call a meeting of more than a total of four people but a small available conference
room would be nice but not a necessity. | am hoping to form an advisory board this year but do not
foresee this as having a large number of members.

My proximity to the large public meeting room is very important to my ability to record and broadcast
meetings over our Government Cable Channel.

7.1f | were to redo, | would replace all the data wiring in the building and overhaul the electric service.

8.1 have seen floor plans that show the space | am currently in being assigned to the Selectmen and my
office relocated to back of the first floor. The Television Production Studio (which | had no knowledge of
how it operated at the time of the first study) should be in very close proximity to the IT department
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(preferably in IT) and our Main Meeting area for proper communication and to keep wiring runs for
control systems plus audio and video feeds as short as possible and isolated from sources of electrical

noise (RF particularly).

Currently the sizing | have works the combined IT/TV department. | will need some more storage

cabinets.
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lhartson

From: "Linda Hartson" <lhartson@exeternh.org>
To: <townbuildingcommittee@exeternh.org>
Sent: Wednesday, January 23, 2008 3:16 PM

Subject:  Staff survey

1. Comments on SMRT Program: The safe needs to be walk-in as we have plates, money, State decals, secure documents, etc. that is
accessed daily and often during the day.

We have had recent communication from the Dept of Safety, MV re: the new printers that will be utilized by the Clerks' offices for vehicle
registrations. They are going to be laser printers with a proposed footprint of 16.6 inches by 19.6 inches to 17.2 inches by 20.6 inches. The
height varies from 13.6 inches to 16 inches. The stock for registrations will be on a 8-1/2 X 14 sheet of paper, so space will need to be
available for this. The hope is for deployment of these printers to occur from May 2008 to September, 2008. We will also need to continue to
use our current printers to print title documents and other DMV forms. | would also expect that we will be adding a 3rd FT Clerk in 2009 to
assist with the many new responsibilities we are going to encounter.

As for "visitors" (customers) per day, the number of individuals actually differs day to day; and depends alot on the time of month (end vs.
middle), as well as month (April - dog licensing), voter registration during pre-elections, and certain months when lease companies have their
vehicles due! i.e. 32,500 paying transactions (notincluding non-payming walk-in transactions - notaries, inquiries, non-prepared customers,
etc.) divided by 12 months divided by 22.5 days = 120+ a day, not the 50 that is noted on the chart.

2. Interaction with other departments and adjacent physical location -  suggestion made that 10 is most and 1 is least -

Finance = 3/ No Assessor = 2/ No, but helpful Tax=0/No Welfare =1/No  Planning/Bldg. Inspector/Code Enforcement = 2/
No

IT-1/No Tn Mgr./AA =2/ No  Reception = 8/ No (mail, fax,

3. IT Info: We are online with NH Dept. of Safety/MV; Secretary of State; Dept. of Vital Records; our MV Vendor; e-mail for e-regs, and
questions
Back-up Nightly very necessary; Use outside Vendor for IT service as Town IT service is NOT adequate!

4. Current staffing: Current have 2 FT (in addition to FT "working at windows” Town Clerk) and 2 PT Clerks. Staff shortage during vacations,
sick days,

voting, etc. which causes difficultly because of delays in public service. MV increasing Town workload; Vital Records instituting
addiitional programs

involving Clerk participation; Voting centralized checklist adding Clerk involvement. Additional equipment will be needed (see @1 re: MV
printers)

Space constraints definitely a BIG issue for all. 3 Checklist Supervisors work from our office. Currently working in vault where records are
stored - very

congested space for alll Anticipate need for 1 additional FT Clerk in 2009 to assist with added workload and influx of residents.

5. Record Retention - Storage: Records are retained anywhere from 1 year to permanent. Follow State Guidelines - RSA 33:A and RSA 41:
59 - 68.

Vital Records (1638 - 2000; 2000 - present stored in Concord) stored in books in Metal cabinets and/or metal roller shelving. Minutes,
Contracts, etc. in multiple filing cabinets. Statutory requirements that minutes of all Town meetings need to be stored with Clerk. Other
records stored in boxes and/or books on wooden shelving. Additional storage in basement. In addition we have records from other
Departments, which need to be kept in TC's office for public access. Historically/legally the Clerk is "the historian of the community, for the
entire recorded history of the town and its people is in his/her care.” (LGC - May, 2007 ) Also have microfim storage cabinet.

6. Meeting rooms: Not necessary on regular basis. Need for space with tables and chairs for Genealogy research, as well as meeting space
for
Delicate issue customers.

7. Department space lay-out: See # 8

8. Department space suggestion; | understand the OCEAN BANK 'Branch" building on Lincoln Streetis FOR SALE. We recommend this
facility be bought by the Town and the Town Clerk’s Office be housed in this space. The building is next to a Town School property; it has
ample parking for customers and is not off the beaten track; it has a drive-up window configuration which could be utilized by most customers
doing renewals. The building has approximately 1,400 sq. feet, is equipped for Internet, phone service, has security in place, a large lobby
with customer service areas; has a vault, a full basement for the storage of the Records; has a couple of offices which would serve us well.
Our move would free up parking spaces for the downtown area, as well as the Personnel parking area. Our move to this space would allow a
better configuation for any renovations to the Town Offices, providing more office space for Finance, Planning, Town Manager, Hurman
Resource Director, etc. This purchase and any needed renovations would be more adaptable and beneficial than renovating the entire Town
Offices to accomodate our needs plus those of the other offices. It would also preclude a search for property to build a new Town Office

g (150,000 fr bl

1/23/2008
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Questions for Employees

1. After review of SMRT findings, do you agree with their summary? Are there any further
areas of concern?
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2. What other departments do you typically associate with for the services you provide?
Rank 10 = most often, 1 = least often (need to highlight Departments, Fire, DPW, Police,
Parks/Recreation, Library, Welfare, etc.)
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3. What is the frequency of your use of meeting rooms? What size room is most adequate
for your needs (Small, Medium, Large)
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" 4. How would you do things differently within your department? o . (
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5. Is your staffing adequate for the services you provide?
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( ASSESSIN%}\OFFICE MEMORANDUM

A -
TO: BUILDING COMMITTELE
FROM: JOHN DENVTTTORI

SUBJECT: TOWN OFTFICE
DATE: 1/17/2008

CC:

While it is very important to look into the future for the space needs of T O, it is my opinion
after spending many vears in this building that immediate attention be addressed to the present issues
of the building. The items below are just a few suggestions that may improve health quality,
employee moral, and public friendliness for very low cost. The TO first floor is the busiest building
in Town and frankly looks the worst.

A] Address present problems that need immediate attention.
Assessing Office Space --- Clean window air exchanger quarterly
Fix electrical jungle by Clerks desk
Replace 4 window drapes; not cleaned for 15 yrs!

Replace < windows that have lead paint per November 07

Professional analyses

Clean / shampoo carpet Quarterly
B] General Town Office attention:

Clean —up lobby area; repaint entitrely, replace carpet, remove door to center hallway, put up
attractive wall hangings, and get rid of toys and other clutter items.

Re-stain all marred wood work in stairway /hallway areas, and thresholds; replace or shampoo

carpet regularly

Replace windows in the Novak Meeting room, per lead paint analysis has the largest
concentration of lead dust in the building. Employees cannot meet in this room due to air and dust

issues.
Repaint, replace carpet, and make more functional the employee break room.

Rearrange each office: furniture, file cab, etc for quality functionality and THROW —OUT boxes,

items that are not needed.
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[ By 100%

Welfare Department | Sue Benoit

2. linteract with;

Town Receptionist / @(, ] f)}qf»j\Q

Finance Department |

Tax and Water

Police Department

Town Clerk occasionally (\ %~4sJ‘““') fﬁb W‘CLLQ?/“JLF/D /é]v P}v.;,rg_cz,
Town Manager

I do not need to be physically located next to them.

3. | currently am not networked within the town; | operate on the town internet
so therefore my work is not backed up by the town. | utilize two computers one
for myself and one for my clients to have access to apply for Employment
Security, Housing, Jobs, and state and federal benefits etc. The software lam
currently using was developed by an IT person several years ago through NH Local
Welfare. It is becoming obsolete and we will not have any back up or tech
support in the near future. Other towns are going with a local welfare software
program designed and owned by Munismart. | have requested this program as
eventually we will be able to link to the State welfare agencies and other
programs for current data on clients. 1 utilize the email on the town web site for
my clients who email me with questions about services and situations.
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4. No my current staffing is not adequate | need someone in the office to assist
with clerical work, taking phone calls, covering while | am out of the office and
working with the clients. | have used volunteers in the past, but that has not
worked out for me. Yes | project growth, with the economy and the amount of
low income families in the town of Exeter. The number of clients | see on a
weekly basis has increased greatly over the past few years and the amount of
time that | have to spend with them to meet their needs.
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5. lcurrently keep my records for 7 years. | store them in filing cabinets, boxes,
and the closet where ever there is space. Some are done electronically and other
paper records are kept.

6. | don’t necessarily need a meeting room but | do need a room where | can take
a client if a situation arises. | have some spontaneous meetings that | host
several times a year in the Novak Room with local agencies.

I need to be located in an area where there are people nearby, with some sort of
security system/ alarm button etc. due to my type of work. | require an area that
will seat from 1 — 6 individuals, social service representatives or families. A
waiting area close to my office that is large enough for several people or families
that may need my assistance while waiting for an appointment. Two exits from
my office is a good idea

7 & 8. Currently my office is set up the way it needs to be. Other than having a
small area for an assistant in the future.
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TO: BUILDING COMMITTEE
FROM: JOHN DEVITTORI
SUBJECT: TOWN OFFICE BLDING
DATE: 1/23/2008

CC:

1] NO

2] TAX COLLECTOR=10; BUILDING/ PLANNING=9; TOWN MANAGER=06; ALL
OTHERS =1

3] Presently IT backs up the Assessing data daily. Vision Appraisal Co. also can tap into our
softwate and we often do a data dump of the assessment data to Vision. Real Data Corp. works with
the DRA for the monthly deeds to conduct the yearly ratio study. This data is done on line where the
Assessing office can access the information.

4] Currently our staff needs are adequate, however in the future another employee may be
needed in the Assessing office for fieldwork, and data entry. The State of NH may change the tax
structure to income, sale, personal property etc. and the need for the Town to adapt may be rapid.
Also additional file cabinets and a workstation may be needed. Increased Elderly Esemption, Vets,
and other forms of tax relief along with more taxable parcels will increase, as the population gets

older. o 0 4

5] All current assessment information is stored in master folders in file cabinets, along with
Current Use and separate files for Exemptions that need to be kept confidentally, and for the public
under the Right to Know Law. We have electronic backup for most pertinent data that is required
for the State.

6] The Assessing Office meets with groups or taxpayers of more than two, and is in need of a
conference room periodically throughout the year.

7] The Assessing Office should be on the first floor next to the Tax Collectors office . The layout
should consist of a long counter area with no glass for the public, along with a segregated public
terminal area. The main office should be large enough for future expansion and the Assessor’s
private office should be large enough for four people comfortably with all the typical office furniture.

8] The inner office for the Assessor needs to be larger, with a table and chairs for taxpayer
conferences and a flat surface for plans and general organization. The outside office should also be
larger, to encompass a public taxpayer computer terminal, extra filing cabinets, and general areas for
maps, plans etc. and added area for future employees. No glass enclosure on counter to separate
employees from public is needed, {very impersonal}. Also room for a needed small paper copier
machine that is used daily.



mnun

e




S00LEL Ly ol

Date:

Memo To:

From:

RE:

Town of Exeter

April 24, 1995

Town Office Staff
George N. Olson, Town Manager
Master Plan for building

Here it is!

Thank you all for your time in meeting with Tom Emerson of JSA. | trust
Tom has done a good job of addressing your ideas and concerns.

Keep in mind this is a concept only. ¥ needs to be reviewed and
polished, and made better by everyone's thoughts. As you've had a
chance to look it over, please get back To me with your ideas.

As for actually doing what is described, the architect estimates a cost
of $138,000, though some of the work, particularly on the second floor,
can be done in-house or under contract at a very reasonable cost...

$12,000 o $15,000.

The Board of Selectmen will be reviewing the plans and improvements will
be part of the 1996 budget process.

GNO:bb

attach.
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recycled paper
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6/27/2001

Dear Fellow Office Managers,

Using the break room on a daily bases like most employees 1n the Town
Office , I have noticed how dreary , dirty ,and worn the room and the
furniture appear. In the last fourteen years I’ve observed that little has been
improved to this room for all T O employees. The table, chairs, appliances are
of yard sale vintage. All the left over furniture and other personal property
seem to be stored or placed in this room. The sink and counter areas are in an
unhealthy state, etc. , etc.

I propose a total remodeling ; rearranging ,a revampmg of this room for
the use of all Town Office employees. Where does the money ‘come from ?
Who will do the work ? Will this project improve employee moral ? Are any T
O personnel willing to lend a hand ¢

- I would like vour or other employees input, in order to have a cleaner,
neater, healthier lunch room. Please give me feedback with your ideas and I will
go to George to see what can be done. Thanks.

Looking forward,

John DeVittori

cc. Jack, Barb B, Linda ,Sylvia, Sue, Doug P (/\if
-

John DeViftori s+ 10 ront Street 3 Eveler, M 03833
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TOWN OF EXETER INTEROFFICE MEMORANDUM

TO: SUE, LINDA, BARBARA, JOHN, DOUG E., SYLVIA AND JACK
FROM: GEORGE

SUBJECT: BREAK ROOM REFURB

DATE: 7/20/01

John has spoken to m about the interest in doing some work to make the break room a more
appealing place. Sounds good to me. How about getting together to go over some ideas and how to
implement a refurbishment of the space? Lets meet at 10AM on August 2 in the Wheelwright Room
to talk it through. Please invite as many of your staff as would like to attend without having to close
down.

Please let John or me know if your have any questions in the interim.
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Report of a Preservation Survey

Kcd z\&|08

Vital Records
Town of Exeter, NH
August 22, 2007

Submitted October 8, 2007 by:

Angelina Altobellis

Field Service Representative

Northeast Document Conservation Center
100 Brickstone Square

Andover, MA 01810

978.470.1010

<aaltobellis@nedcc.org>
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'EXECUTIVE SUMMARY

On August 22, 2007, Angelina Altobellis, Field Service Representative of the Northeast Document
Conservation Center (NEDCC) in Andover, MA, surveyed the vital records of the Exeter, New Hampshire,
town clerk for preservation planning purposes. The survey was funded through the Vital Records
Preservation Grant Program of the New Hampshire Vital Records Improvement Fund. Of the
recommendations in this report, these are the most important:

Recommendations to Implement with Existing Resources

» To ensure that the building remains in good condition, the interior and exterior of the town
office should be inspected regularly by the Town Building Inspector, and preventive
maintenance performed according to a schedule. Routine inspection and maintenance of the
building is the best insurance against damage to the collections because it ensures a continuity of
attention to the building. Scheduled maintenance will help ensure that problems are identified before
they become serious.

> In addition, the town clerk or the building’s custodian should keep a building maintenance log
for the town office. A single document containing the history of building repairs will be a quick
resource for staff members’ reference. It will also serve to record institutional knowledge of changes to
the building that might otherwise be lost due to a change in staff.

» Inspect the building and fire detection equipment annually. The building should receive an annual
inspection by the fire department to identify any fire hazards that may have developed.

» Inspect and recharge fire extinguishers annually. The staff must be certain that the extinguishers
will work when and if they need them.

» Contact the fire department to request training in use of the fire extinguisher. Ideally, all staff in
the town office would receive this training.

> Contact the fire department to schedule a fire drill. Ideally, at least two fire drills per year should be
conducted in the town office. One of the drills should occur when the building is open to the public.

» Create a records-specific disaster plan, and share the plan with staff members and selected
town officials who may be key responders in the event of a disaster. For further details, see
Section Il of this report.

» When employees eat and drink at their desks, they should be sure to do so carefully and to
clean up any crumbs or spilled food or drink.

> Never consume food or drink in the records storage vault.

» If possible, empty all trash cans that contain food at the end of the day rather than in the
morning. Pests can move more freely when the building is unoccupied and quiet. They will be
attracted to food that sits in the building overnight, increasing the likelihood that a problem will develop.

> Undertake regular housekeeping in the vauit, dusting shelves and vital records volumes with a
magnetic cloth. This type of cloth will hold the dust with an electromagnetic charge rather than
allowing it to recirculate. For more information about proper cleaning techniques, see preservation
leaflet 4.3, “Cleaning Books and Shelves,” at www.nedcc.org/resources/leaflets.list. php.

Executive Summary

Report of a Preservation Survey: Vital Records, Town of Exeter, NH
Northeast Document Conservalion Center

August 22, 2007
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» An appropriate town official should keep track of all keys held by town employees and ensure
that they are returned when they are no longer needed. The town should distribute keys only to
those who truly need after-hours access to the building and/or records storage vault.

> Keep the vital records storage cabinets locked at all times, unless the town clerk or a member
of her staff is retrieving or replacing records.

» The police (or other appropriate officials) should check each evening as the town office closes
that all visitors have left.

» Closing procedures should also include a check that the doors at either end of the records
storage vault are locked. This should be communicated to the selectmen’s office, whose occupants
share direct access to the vault.

» Continue to supervise visitors using vital records. Besides deterring theft, a watchful eye can also
prevent mutilation of vital records.

» Schedule annual testing of the building’s motion detectors.

> Remove all post-it notes from pages. Post-it notes contain adhesive that can discolor pages and
attract dust and dirt, and should not be used on records with permanent value.

» Adjust shelves and, if necessary, rearrange binders so that the taller ones (such as those
pictured in Photo 5 in the report) do not come up against the lip of the shelf above them. This
action may mean that some binders are out of chronclogical order, but it will provide for more stable
shelving, decreasing the chances of records becoming damaged during retrieval.

> Determine whether the films held in the town clerk’s office are in fact the master negatives. If
they are, the films should not be loaned out or used. Instead, the master negatives, rather than the
copies, should be stored at the state archives. The master negative should only be used to make
duplicate negatives and use copies. For more information about the proper storage and handling of
microfilm, see preservation leaflet 6.1, “Microfilm and Microfiche,” at
http://www.nedcc.org/resources/leaflets.list.php.

» The town clerk or a member of her staff should check the microfilm reels to determine whether
vital records missing from the list of the microfilm cabinet’s contents are actually missing, or
whether they were accidentally left off the list. If the records were never filmed, the town clerk
should plan long-term to have them filmed. If they were filmed hut not included in the list, a record of
them should be added.

Recommendations to Implement with VRIF Grant Funds
(See Appendix A for additional information about the cost of these recommendations.)

> Prepare a small disaster response kit for water-damaged materials. The town clerk should decide
how much material she and her staff can salvage on their own. Supplies sufficient for that quantity of
material should be purchased and stored on-site, in portable, waterproof containers.

> Also purchase sufficient supplies to protect records from small-scale problems, such as leaks
and burst pipes. Supplies might include plastic sheeting, buckets, mops, etc. The “Worksheet for
Outlining a Disaster Plan” (leaflet 3.4 at http://www.nedcc.org/resources/leaflets.list. php) includes a
more complete list of supplies.

Executive Summary

Report of a Preservation Survey: Vital Records, Town of Excter, NH
Northeast Document Conservation Center

August 22, 2007
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o Alternatively, purchase a prepared disaster response kit, such as the React-Pak,
available from University Products (archival supplies are at
http://www.archivalsuppliers.com/) as well as other suppliers. Although purchasing a
prepared kit is more expensive than buying the supplies separately would be, the
convenience may outweigh the extra expense.

» Monitor environmental conditions in the office with a HOBO Data Logger. This device collects
temperature and relative humidity readings at pre-set intervals, and then stores the data to be
downloaded to a computer. Data collected across two changes of season will provide a view of the
actual fluctuations in temperature and relative humidity taking place.

» The Town should hire an industrial hygienist to investigate the air quality inside the town office
and to determine corrective actions for its improvement. The fact that building occupants have
experienced physical discomfort of the types described above suggests that the air quality inside the
building is poor. Over time, this will cause damage to the vital records by accelerating their
deterioration.

» Purchase UV-filtering sleeves to cover the fluorescent light bulbs in the records storage vault
and in all areas where vital records are used. This will protect records from ultraviolet light
generated by the overhead fluorescent bulbs. Building maintenance staff must be aware of these filters
so that they do not accidentally discard them when changing light bulbs.

» When setting priorities for preservation planning, consider purchasing fireproof cabinets to
replace each of the steel cabinets currently in use. Ideally, all vital records would be stored in
fireproof cabinets, but space limitations may make this impossible. The town clerk should prioritize the
vital records to determine which ones will be stored in the fireproof cabinets.<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>